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Instructions on How to Access Online Resources in SATERN
1. Types Of ONlINE RESOUICES....uuuuuiiiiiie ittt a e e e e e e e e e e e e e e e eaeeaananes 2

2. Accessing and Launching Onling COUISES .......cccuuuiiiiiiieeeieeeeeiieie e 3
This job aid guides you through the steps to:

a. Finding online courses: Browse or search topics using a simple or advanced method

b. Launching Online Courses

c. What is Web Accessibility?

3. How to Take a SKillSOft COUISE. ... 6
This job aid covers the following topics:

a. What you will see when using the SkillSoft Player

b. Completing a Course

c. Taking a Test

4. Accessing and Navigating in BOOKS24X7 ........cooooiiiiieiii 10
This job aid includes:

a. Accessing Books 24x7 through SATERN

b. A Quick Guide to Books 24x7 Referenceware® features

SATERN Help Desk
If you have technical problems with SATERN or a particular course or book, please contact the help desk:
1-877-NSSC-123 (877-677-2123) or NASA-satern.support@nasa.gov.

SATERN Login to SATERN at https://satern.nasa.gov


mailto:NASA-satern.support@nasa.gov

Login to SATERN at https://satern.nasa.gov

1. Types of Online Resources
You will find that there are several formats that SkillSoft resources are delivered. Below are
descriptions of each:

e A SkillSoft Course is Web-based instructional content delivered to you on your
computer. During the course you practice and are assessed on your mastery of skills
and knowledge learned in the course. Instructional content includes business skills and
information technology courses.

o Business Skills courses
Business Skills courses present instructional content designed to enhance your knowledge of
business oriented skills. SkillSoft business skills courses focus on behavioral skills (often called
"soft skills") that are key to performance for all business professionals, regardless of job role. It also
teaches the skills and knowledge that are relevant to the various functions in today's business
organization.

o IT courses
SkillSoft's latest IT content architecture that has been designed with the Internet in mind. It uses the
versatility of the Web to present a broad range of e-Learning topics. IT content includes Ask My
Mentor and Transcripts.

e Job Aids are tools and forms that complement and support the content presented in the
course. They are designed for use after the course has been taken, and can serve as a
guide for application of the skills learned in the course.

e SkillBriefs are condensed summaries of the instructional content of a course topic.
SkillBriefs are designed to be used as an instant reference.

o A SkillSoft Simulation (SkillSim) is a technology-enabled simulation that puts you in an
authentic business or professional situation.

e Mentoringis a service that offers you individual attention from vendor-certified
professionals. This service is delivered through email, online chats, and threaded
discussion groups, and is available 24 hours a day, 7 days a week.

e Express Guides are electronically-delivered equivalents of the student guides that IT
professionals receive when they attend instructor-led training classes.

e A Test Prep Exam is a practice test that helps you prepare for a certification exam. A
Final Exam is a test associated with a series of courses or learning path. You can take
exams in two different modes - Study and Certification. Study mode is designed to
maximize learning by providing feedback, while Certification mode is designed to mimic
a certification exam.

e Books24x7 Referenceware® provides complete access to the full text of books, vendor
documents, research reports and more.

Note: Only SkillSoft Courses, SkillSims, and Test Prep Exams are automatically recorded to your
Learning History upon mastery. Job Aids, SkillBriefs, Mentoring, Express Guides, and Books 24x7 are
self-study resources that do not record to your SATERN Learning History.

When you launch a Mentoring item, Express Guide, or Books 24x7, these items will automatically appear
on your Learning Plan and will not be removed from your Learning Plan unless you remove them
yourself. If you wish to remove these items from your Learning Plan after you have completed reviewing
them, simply click the checkbox (under the "Remove" column) next to the item on your Learning Plan.
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2. Accessing and Launching Online Courses

Here's what to do

a. Finding Online Courses

STEP1: There are 3 ways you can find an online course:

A. Browsing
B. Simple Search
C. Advanced Search
Follow any of these steps to find online courses.

STEP 1A: Browsing

e Choose Catalog then Browse Catalog from the menu.
Welcome SOPHIA SHUKLIN [Home | Search Catalog| | @, |@Help| % Logout

System for Administration, Training, and Educational Resources for NASA

’ Personal ‘ Learning ‘ Career ( Catalog ) Reports ‘
Browse Catalog @
rETereeeT o browse the catalog by Subject Area. You can click the Expand icon next to any subject area title to view the Subject Areas nested beneath it.

Subject Area Menu Items Currency:

[Expand Alll [Collapse All} ‘

Secretarial and Administrative  (4) A |Please select Subject Area to view related ftems.
¥ SkillSoft Courseware (1)
Books 24x7 (1)
P Business Certifications

e Use the scroll bar to scroll to SkillSoft Courseware.

e Click on » to expand the available topics.
Note: There will be a slight delay until the topics appear.

-Or-
STEP 1B: Simple Search

e Choose Catalog then Simple Catalog Search from the menu.

o
Simple Catalog Search @

The Phe=Satebee=SeaTCH page allows you to search the Learning Item title and description by keyword. You can also filter your search by ltem Classification.

Keyword Search

Enter Keywords to search Item, Curriculum title and Description fields.

Keywords:| Q7 Exact Phrase)
™ curricula I~ instructofLed ¥ Online Blended | Other (Select one ormore)
=

Enter a topic in the Keywords field.
Check/uncheck the Exact Phrase box if needed.

Uncheck the Curricula, Instructor-Led, Blended and Other boxes to return only Online courses.
Click on Search to get results.
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-Or_
STEP 1C: Advanced Search

e Choose Catalog then Advanced Catalog Search from the menu.

Personal Learning Career

Advanced Catalog Search

The AdVamTeY
Offerings.

Title: [ Contains % H ]

page allows you to search the Catalog by specific Catalog fields. You can search the Catalog by both Learning Items and Scheduled

Description: | Contains VL J
ID: [statswin v ) ‘

Search Options

Search for: | ® Only Items O Curricula O Only Offerings
I Instructor-Ld ¥ Online ) Blended I~ Other (Select one or more)
Subject Arm::ntains v | setect
Delivery Method: | Contains v || | setect
Source: [Contains v | setect

Enter data in any of the Keywords fields.
Enter “SS-” in the ID field and change the drop-down to Starts with.
Uncheck the Instructor-Led, Blended, and Other box to return only Online courses

® Click on Search to get results.

b. Launching Online Courses

STEP 2: The SkillSoft Courseware subject area has several sub-topics or child subject areas. When browsing the
catalog in the Subject Area Menu, click on » to expand the child subject areas and see the courses.

Items Currency: Records per Page |[6 total records)

Subject Area Menu

[Expand Alll [Collapse All Fundamentals of Business Law (6)

W¥Business Skills Curricula -~ ~|
- Administrative- Support Curmiculum € A MANAGER'S INTRODUCTION TO BUSINESS LAW
P Business Analysis Description : This course introduces managers to the fundamental concepts of Add to Learning Plan
W¥Business Law Curriculum business law. It begins by exposing s More »

> F of Business Law  (6) Cost:0.00 Length: 3.00 User Rating: N/A Status:~ | {aunchcontent | |-

B j (USD) =

» Communication Curriculum

® Consulting Skills Curriculum @ AMERICAN BUSINESS FORMATIONS IN THE 21ST CENTURY
» Customer Service Curriculum Description : "As a manager for your organization, you likely conduct business with Add to Learning Plan
- |numerous companies from differ More »

®e-Learning Curriculum 4
Cost:0.00 Length: 3.50 User Rating: N/A Status: -
®Finance and Accounting Curriculum 4 (USD) nat ™ Launch content

® Foundation Skills Curriculum

; @ CONTRACTS IN COMMERCIAL TRANSACTIONS
»Human Resources Curriculum

% % Description : Contracts permeate business, whether itis a sale to a customer, the Add to Learning Plan
®Industry Foundations CU"ICUIL.Jm hiring of a new employee, the a More » £
» Knowledge Management Curriculum Cost:0.00 Length: 4.00 User Rating: N/A Status: - Launch content
» Leadership Curriculum (USD)
»Management Curriculum ~| '@ EMPLOYMENT AND LABOR LAW 4|

Records per Page| 10 ¥ (6 total records) [

STEP 3: Click on the name of the course for a complete description.

STEP 4: Select Launch Content for the course you want to complete. Or you can click Add to Learning Plan to
add the course to your learning plan to take at a future time. Note: After you click Launch Content,
the item is immediately placed on your Learning Plan. If you do not finish the course and need to resume
it at a future date, simply go to your Learning Plan to locate the item and resume the course.

STEP 5: After launching the SkillSoft Course from the Content Structure page, if the Security Window displays, click
Yes.

STEP 6: A new browser window will appear. Learners will need to select one of the following:

O Enable Web Accessibility
(What is Web Accessibility?)

-OR-
Play this Course

Note: The first time that you launch a SkillSoft course, expect a longer-than-normal
loading time. The SkillSoft Course Player is loading into your browser.
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Cc. What is Web Accessibility?

Web Accessibility is SkillSoft's implementation of Section 508 compliance standards. SkillSoft
software functions with several assistive technologies, which are any electronic or information
technologies that allow individuals with disabilities to utilize information on a computer that they
would not otherwise be able to access.

SkillSoft supports and promotes Web Accessibility in its software applications and courseware.
SkillSoft supports the following assistive technologies:

» Screen reader software, a speech synthesizer technology that converts text to audio.

= Shortcut keys for all mouse actions.

» Alternative images to replace animated graphics.

= Elimination of screen refresh rates between 5Hz and 55Hz, which can cause seizures for
some individuals.

Only choose to launch the Web Accessibility version of a course if you require the support of
one or more of the technologies listed above.

Using JAWS

If you are using JAWS screen reader software with the SkillSoft Course Player, you must first
ensure that your system is configured with the following software:

e JAWS 6.0, 6.2, or 7.0 (client or network). 7.0 is recommended
e Internet Explorer 6.x as your default browser
e JRE 1.4.2 or higher

You must also install the Java Access Bridge 1.2 or higher, (2.0.1 is recommended). The Java Access
Bridge makes it possible for the Assistive Technology in SkillSoft courses to interact with the Windows
operating system. No configuration on your part is required. You can download the Java Access Bridge
at http://java.sun.com/products/accessbridge/.

If you fulfill all of these requirements, once you install the Java Accessibility Bridge, JAWS will work
properly with the SkillSoft Course Player. No further action is required.

Enable JAWS Forms Mode

When using JAWS screen reader software, you must also enable Forms Mode in order to
navigate some elements of the user interface.

1. Press the TAB key to navigate to a form field.

2. Press CTRL + INSERT + HOME and then press Enter.
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3. How to Take a SkillSoft Course

This job aid covers the following topics:

a. What you will see when using the SkillSoft Player
b. Completing a Course

c. Taking a Test

Some SkillSoft courses can be used for:

* Credit toward Undergraduate Degree Programs

+ Continuing Education and Non-Credit Certificate Programs
For more information and program guidelines go to:
http://mww.skillsoft.com/about/credit programs/academic credit programs/

a. Here's what you will see when using the SkillSoft Player

Note: The first time that you launch a SkillSoft course, expect a longer-than-normal

loading time. The SkillSoft Course Player is loading into your browser.

After the course is loaded the Course Menu will display.

Course Menu Screen:

From the Course Menu screen, you can either begin to review the course content or select Take
Test. To leave the course, use the Exit button. For more information on how to use the SkillSoft
Course Player, click on the Help button. Note: While viewing course content, the Course Menu

button €2 will be available in the lower left comer of the Course player window to return to this
screen.

8

Course Menu

Current Course Score:

Course Hierarchv m the beginning, select the Begin Course button. Type Status  Current  Take Course Component Type

=t, zelect any active topic ortest link. Score Fre-iest
— and Status
Overview Overvigw ') IR
Imrestigate and Plan Take Test “
Lessaon Oveniew Crerview [ ——
Lesson Pre-test Test @)
Research, Research, Research Instruction 9]
Ervitonmental lssues Instruction )
Planning Your Qutcormes Instruction ]
Lesson Posttest Test @)
Propose and Present Take Test
Lesson Overview Cwervigy [
Lessan Pre-test Test [
STAR Presentations Instruction )
Visual Support Instruction 8
72 You're Onl Instructionwith ()
RolePlay
Lesson Posttest Test )
Bargain, Bargain, Bargain Take Test
Lessaon Oveniew Cwerview 1)
Lesson Pre-test Test )
Ask farvihat You Want Instruction [

The left side of the course menu

displays the hierarchy of the course The right side of the course menu provides
down to the topic level. It contains links information about each course component or
that allow you to go directly to a allows you to take a specific test.

particular topic.

SATERN Login to SATERN at https://satern.nasa.gov



http://www.skillsoft.com/about/credit_programs/academic_credit_programs/

Navigation Buttons:

Login to SATERN at https://satern.nasa.gov

Control

Definition

@ Course Menu

Displays the Course Menu in the Content
Area.

»
@ Return to Bookmark

When returning to the Course Menu of a
topic you entered previously, the Return to
Bookmark button displays on the right side of
the Navigation Bar. You can use this button
to enter the last page you were viewing
when you exited the instructional content.

“ Show Learning Points

Select to display the Learning Points dialog
box. Use the Learning Points dialog box to
view and navigate to the learning points in
the selected topic.

=l

Hide Learning Points

Select to hide the Learning Points dialog
box.

Show Captions

Select to show the page notes (captions)
dialog box. Note: This feature is not
available for all content.

| [ec] |Hide Captions

Select to hide the page notes (captions)
dialog box. Note: This feature is not
available for all content.

W Show Resources

Select to show the resources dialog box.

| 1=

Hide Resources

Select to hide the resources dialog box.

@ Auto Ad o Turns on the Auto Advance feature. If Auto
uto Advance Ln Advance is on, the page automatically
advances to the next page. Note: This
feature is not available for all content.

@ Auto Advance Off Turns off the Auto Advance feature. If Auto

Advance is off, you have to navigate to the
next page by clicking the Next Page button.
Note: This feature is not available for all
content.

@' Turn Audio Off

Turns the audio off during the current
course play session.

@' Turn Audio On

Turns the audio on during the current
course play session.
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@ Previous Page

Displays the previous page in the course.

@ Play

Plays the audio track if the page contains
audio. Plays the video and audio if the page
is a recorded session.

Note: If the audio or video is in paused
mode, then the button changes to Pause.

@ Pause

Pauses the audio track if the page contains
audio. Pauses the video and audio if the
page is a recorded session.

Note: If the audio or video is in play mode,
then the button changes to Play.

@ Replay

Replays the audio track if the page contains
audio. Replays the video and audio if the
page is a recorded session.

Note: If the audio or video is in play mode,
then the button changes to Pause.

@ Begin Course

When viewing the Course Menu, the Begin
Course button is displayed on the right side.
You can use this button to navigate to the
first page of the course.

If you have previously entered a topic in
the course, the Return to Bookmark button
replaces the Begin Course Button.

@ Next Page

Displays the next page in the course.

@ Skip Topic

Select to skip to the next topic in a course.

& .,

Select to exit the SkillSoft Player.

Note: Upon clicking Exit, a confirmation
dialog displays. Click Yes to exit or No to
cancel the exit command and continue.

v Help Help

Select to open the SkillSoft Player Help.

b. Completing a Course

To complete a course, you must achieve a Course Score of 70% or better. This could vary depending on
the course requirements. The Course Score is displayed in the top right area of the Course Menu. You
can take the lesson and topic tests as you go through the course, click the individual Take Test links in
the Course Menu, or click the Take Course Test link in the Course Menu. If you reach the last page of
the course, click the Course Menu button to return to the Course Menu page, check your Course Score,

and click the Exit button to leave the course.
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After completing an Express Guide or Mentoring item and you wish to remove it from your Learning Plan,
you may remove the item yourself. If a Supervisor or Administrator assigned an Express Guide or
Mentoring item, then you will have to contact either the Supervisor or Administrator to have the item
removed.

c. Taking a Test

Whether you select a test link from the Course Menu, or you navigate through the instructional content,
you'll always encounter a Test Transition/Summary page from which you'll launch the actual course test.

Beginning a Test

Select the Begin Test button to start the test.

After you start a test, the SkillSoft Course Player presents a series of questions. You can choose to
answer the question when it is displayed or you can choose to answer the question later.

To answer a question, check the appropriate answer(s) (for multiple choice type questions) or drag and
drop the appropriate answers (in matching questions).

= Select L Jwhen you are satisfied with your answer.

—

Y
= Select " to proceed to the next question.

Ending a Test

Upon completion of a test, the Test Summary screen displays. You can review any topic covered in the
test by selecting the appropriate link. You can retake the entire test or a topic test by selecting the
applicable Retake Test link. If you are finished with the test, you can return to the Course Menu page by

selecting the Course Menu €3 button.
Note: The ability to retake a test can vary depending on the course.

Test Options

There are several options available to you when taking tests. You can choose to take a full course test or
segments of the test by lesson or topic. If you decide to take topic or lesson tests, your results contribute
towards the completion of the course test. You can choose to answer questions later and review your
progress on the Test Status page.

In the example shown below, you can see that portions of each topic test have been completed and their
resulting contribution to the Course Score.

£
skill En=m) Bz
~ The Master Hegotiator E— b - — " couwrseMenu
Current Course Score: T3%
To continue styour bookmarked location, select the Return to Bookmark button. Type Status  Current  Take Course
To begin a topic or test, select any active topic or test link Score Test
Ovendew Qverview @ i, e
Being a Master Negofiator 44% Take Test ‘
Lesson Overview Overview @
Test @
":, Profile of 2 Winnar Instruction with .
RolePlay
7 Personality Traits Instruction with {0
RolePlay
The ABCs of Attitude Instruction @
Lesson Posttest Test @
Negotiating Power 69% Take Test
Lesson Overview Overview @

Your Overall Course Score is the average of the current test scores for each lesson. Lesson tests that
you have not taken are scored as zero until you complete the test. To take the Lesson tests all at once,
click the Take Course Test link in the Course Menu.

Example: A course with three lessons has three lesson tests. Your overall score at any given time is the
average of the current test results recorded for all three tests. For example, if you score 85% on the first
test, 95% on the second test, but have not yet taken the 3rd test, your Overall Score is 60% ((85 + 95 +

0)/3).
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4. Accessing and Navigating in Books24x7
This job aid includes:

a. Accessing Books 24x7 through SATERN
b. A Quick Guide to Books 24x7 Referenceware® features

Here's what to do

STEP 1: Choose Catalog then Browse Catalog from the menu.
STEP 2: Use the scroll bar to scroll to SkillSoft Courseware.
STEP 3: Click on » to expand the available topics.

Note: There will be a slight delay until the topics appear.

Welcome SOPHIA SHUKLIN | Home | Search Catalog : (@, | @ Help | ® Logout

System for Administration, Training, and Educational Resources for NASA

’ Personal ‘ Learning ’ Career Catalog Reports ’

Browse Catalog @
meacmcmseee T Drowse the catalog by Subject Area. You can click the Expand icon nextto any subject area title to view the Subject Areas nested beneath it

Subject Area Menu All v

[Expand All [Collapse Alll

!
Secretarial and Administrative  (4) il Please:select Subject Areato view. related tems. ‘
¥ SkillSoft Courseware (1)
Books 24x7 (1)
P Business Certifications
STEP 4: Click on Books 24x7 in the Subject Area Menu.
STEP 5: Select Launch Content.

Note: After you click Launch Content, Books 24x7 is immediately placed on your Learning Plan. To quickly
locate Books 24x7 the next time you login, go to your Learning Plan to quickly locate the Books 24x7 item.
You are not able to add individual books from Books 24x7 to your Learning Plan in SATERN.

Subject Area Menu Items Currency:

[Expand All [Collapse All Books 24x7 (1)
Secretarial and Administrative  (4) &
¥ SkillSoft Courseware (1) € BOOKS 24X 7
g Books 24x7 (1) Description : Referenceware offers full access to the unabridged contents of thousands of
d i business and technology More »
P Business Certifications

Cost: 0.00 Length: User Rating: N/A Status: Already On Plan
P Business Skills Curricula (USD) ol L Y D
P Desktop Certifications

STEP 6: On the new Books 24x7 browser window, Click | Agree.

Getting Started:

Click below to agree to the terms of the membership agreement and gain access to the
service.

‘ I Agree I ’
S ————

STEP 7: From the Home Page you can browse topics, review new books,
and see a list of the most popular top titles.

JenniferF Myers | NASA

STEP 8: You can enter a search

. [E] Mobile Users
word or phrase in the : 5! e
Search box . S Search Al Contant + | All Collactions B G A5ianss
OR My Home Browse Tools: (+) Plus =t 2Tips
_
Use the Browse Topics =T 5 v ey | B Topics
box to drill down and View by:
Titles Slisl =iy
I t I t f b k Office 2007 - SATERN ———————————— P
select a liIst of DOOKS on Frhied Tegie b Bust -
Businass Skills
i i Thomas Friedman Books24x7 News "
a particular subject. el [ Corporate Case Studies &
neleven Download tables with Books24x7 On the Go™ mobile Interviews
LiveTables™ access [ Employee Training &
. What's New Developmeant
Note: If logged out, you must use D Finance & Accounting
. . Many of the titles in 1 Most Books2ax7
SATERN'’s link to access Books24x7 TP Titles [ by ara ussrs have the option D Human Resources
_ 2 D) packad with usaful to access the site via [ International Business
again Recommended 3 tables that include a mobile device. Click > Management & Leadership
. z T important on the "Mobile Users" [ Marketin
! : = g & Sales
History information. If you icon, in the upper > .
need the data in a table, right corner of each page for Project Management
Manage Folders manually transferring mare information, and your pp Quality & Manufacturing
information can be a personal login instructions. Management
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